How to download Open Office 3.1 for Windows (2010)
Rockaway Township Library, http://www.rtlibrary.org/computerclasses.html

STEP 1: Goto http://download.openoffice.org/

STEP 2: Click in box "Download OpenOffice.org

STEP 3A: This is a free download
You do not have to contribute
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Download OpenOffice.org a5
Click to start downloading OpenOffice.org 3.1.1 for Windows (US English) M/
(Java Runtime Environment (JRE) included for all OS versions except Linux 32/64-bit Debian and Mat 0S)

Get more platforms and lanquages. non-JRE versions. language packs, Order CD-ROM or Peer-to-peer
downloads
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You are about to download OpenOffice.org...

Please contribute!

While starting the download, we would like to remind you of some opportunities for
contribution. OpenOffice.org is provided to you at no charge, and you have every right
to redistribute the software. We depend on people willing to contribute their time and
support to the project to ensure that OpenOffice.org remains free and available at no
cost.

You can help

STEP 3B: Scroll down to bottom of page until you see link -click link to start download

Starting download from

http://openoffice.bouncer.osuosl.org/?&product=0penOffice.org&os=winwjre&lang=en-

US&version=3.1.1.

STEP 4: Click Run when this box appears

STEP 5: Wait for file to download (5-6 mins)
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Estimated time left S min 10 sec (3. 79ME of 150ME copied)
Dowwnload ko Temporary Folder

Transfer rate: 453KE[Sec

[ Close this dialog box when download completes
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STEP 6: Click Run when this box appears

Internet Explorer - Security Warning il

Do you want to run this software?
Mame: CpenCffice. org
Fublisher: Sun Microsystems GrbH

¥ |More options Run | Don't Run I

] ‘While files From the Internet can be useful, this file kype can patentially harm
wour computer, Only run software from publishers yau krust, What's the risk?

File Download - Security ¥arning x|

Do you want to run or save this file?

Mame: O0o_3.1.1_Win32Intel_instal_wIRE_en-LI5.exe
Type: Application, 1S0ME
From: spout,ussg.indiana.edu

Run Save | Cancel I
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‘While files from the Intemet can be useful, this file type can
patentialy harm pour computer. I you do nat tust the source, do nat
tun or save this software. Wwhat's the risk?

STEP 7: Click Next button

7‘.", OpenOffice.org 3.1 Installation Preparation = | EII_

OpenOfficeors 3

Thank you for downloading
OpenOffice.org 3.1.

The installation files must be unpacked and copied to your
hard disk in preparation For the installation, After that, the
OpenOffice. org installation wil start automatically.

Click. Mext' bo continue,

Mext = I Cancel
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STEP 8: Keep Destination and Unpack (1-2 minutes)

‘_'.._', OpenOffice.org 3.1 Installation Preparation i

Select Folder “
Select the Folder in which to save the unpacked files. Mﬂice“,g 3
The OpenCffice.org 3.1 installation files wil be unpacked and saved in the folder shown
belaw, If you would like to save OpenOffice.org ta a different Falder, click 'Browse' ko select
another falder,

Diestination Folder

istratoriDeskbaplo 3.1 (en-LIS) Installation Files

Erowse. .. |

Space required: 160,2MB
Space available: 52.7GE

Mullsaft Install System vz, 27, 2-Unicaode

< Back I Unpack I Cancel

STEP 10: Enter name or initials

i'\% OpenOffice.org 3.1 - Installation Wizard x|

Customer Information

Please enter your information.

User Mams:

Qrganization:

Install this application For:

& anyone who uses this computer (all users)
= only For me ()

Openfifice.org 3.1

< Back I Mext > I Cancel

STEP 12: Click Finish and go to Registration

org 3.1 - Installation Wizard x|

Installation Wizard Completed

The Installation Wizard has successfully installed
OpenCFfice.org 3.1, Click Finish to exit the wizard,

= Back I Finish I Cancel |

STEP 14: Registration is voluntary and free. You can check “Do not want to register”

You're done!

STEP 9: Click Next

Welcome to the Installation Wizard for
OpenOffice.org 3.1

The Installation Wizard will install OpenOffice.org 3.1 on your
computer. Ta continue, click Mext.

Build contributed in callaboration with the community by Sun
Micrasystems, Inc. Far credits, see:
hitkp: ffvaw openoffice. orgfwelcome/credits.html

< Back I Iext > I Cancel

STEP 11: Install will take 3-4 minutes

{i& OpenOffice.org 3.1 - Installation Wizard
Installing DpenOffice.org 3.1
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The program features you selected are being installed.
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OpenOfficeorg

Flease wait while the Installation Wizard installs Openoffice.org 3.1, This
may take several minukes,

Status:

Opendffice.org 3.1

< Back Tk =

| Cancel I

STEP 13: At Online, uncheck box updates

Stepg 000 Welcome to OpenOffice.org 3.1

This wizard will guide you through the reqgistration of Opendffice, org,

2. User name

Click ‘Mext' o continue,
3, Online Update

4. Reqistration

= Welcome to OpenOffice.org 3.1 ==

<< Back | Mext == I Einish Cancel




Click on the Desktop shortcut icon to go to Open Office

No Shortcut? Go to Start>All Programs> Open Office

Welcome to

Create a new document
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It takes a minute or 2 to open.

First screen for the Open Office software

Click icon to select your program

How to set margins in Writer
Format> Page>Page Style: Default
(popup box with tabs, Click Page tab)

Page Style: Default
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Paper format
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Width .50
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For word art effects and inserting special shapes--See toolbar along bo

@ Insert>Special Characters

ttom

Click Fontwork Gallery for wordart
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Inserting Graphics in Writer
Insert>Picture>From File>Picture Toolbar appears

Picture Toolbar Left to Right Menus:
Picture Dialog Box for cropping, wrap text, borders

Picture Effects: Invert, Smooth, Sharpen, Age,
Pop Art, Relief, Pixellate

Color Icon: Transparency %

Flip Horizontal or Vertical

NOTE-- You can save Images in .png format as wella s jpg and other formats
Png format Good for photo editing--preserves image quality better if enlarging)

Using Gallery for Backgrounds, bullet designs, rule rs
Tools>Gallery>Menu on left (may need to pull down to reveal backgrounds)

How to use Document Wizard -Built in templates for letter designs and more
Wizards require that Java Runtime Environment is installed- If you get an error message,
exit Open Office, go to internet and download latest Java (free install)



File>Wizards>Template Menu

How to Save a Document in Open Office Writer

The default format is .odt (stands for Open Document Text) This is okay if you're sharing
the file with another computer that has Open Office

Saving file in .doc format (to be opened by computers with Microsoft Word)
File> Save As> (open menu for Save As types) Microsoft Word 97/2000/XP from menu
It will preserve your formatting and save the file with a .doc extension

How to Change the default document saving format in Writer
(if you don’t want to change the Save as type each time and need .doc format)

Tools > Options > Load/Save > General > Document type: Text document, Always save
as: MS Word 97/2000/XP.



How to save a Spreadsheet in Open Office Calc/Sprea  dsheet

File>Save As> Microsoft Excel 97/2000/XP
Tools>Options>Load/Save>General>Document Type:spreadsheet Always save as Excel
97/2000/XP

What if my documents need to be compatible with Off ice 2007?

Download free Microsoft office 2007 compatibility pack for Word 97,2000, 2003
http://www.microsoft.com/downloads/details.aspx?FamilylD=941b3470-3ae9-4aece-8f43-
c6bb74cd1466&displaylang=en

Sum button in Open Office Spreadsheet/Calc

Enter data

Click Sum button:

It highlights numbers to
add and writes formula

If correct, click enter

If not, click escape
button, top left keyboard
& enter formula manually

How to use functions in Open Office  --
Click function fx button (to left of Sum button)

Function menu opens--Choose subcategory such as
All, mathematical, financial, statistical and more




How to export an Open Office document as PDF

File>Export as PDF >Popup box: PDF Options

set quality/compression levels

change to PDF in submit format box

and click Export)

NOTE--Save your document first in regular, editable
format (.doc or .xls)

PDF is NOT an editable format

Free Tutorials

1) Tutorials for Open Office
http://www.tutorialsforopenoffice.orag/

Writer (text document and word processing tutorials)
http://www.tutorialsforopenoffice.org/cateqgory index/wordprocessing.html

Calc (Spreadsheet tutorials like Microsoft Excel )
http://www.tutorialsforopenoffice.org/category index/spreadsheet.html

2) Learn Open Office
http://www.learnopenoffice.org/tutorials.htm

Has 13 free online beginner and intermediate HTML tutorials for Calc
http://www.learnopenoffice.org/calccontents.htm

and a series of HTML and flash tutorials for Impress (presentations layout)

3) In Pics Open Office intro visual tutorials for Writer, Calc, Base and Impress
http://inpics.net/writer.html http://inpics.net/calc.html

4) Learn better with videos?
Go to Google videos and search for “free open office tutorials” --there are many



